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RD I nstruction 1951-B
PART 1951 - SERVI CI NG AND COLLECTI ONS
Subpart B - Col |l ections
8§1951.51 Ceneral

Thi s Subpart prescribes the policies and procedures of the Farners Hone
Admi ni stration (FrHA) for collection of |oan paynents and depositing paynents
t hrough the Concentration Banking System (CBS). Under CBS, FnHA field offices
select a local financial institution to maintain a Treasury Limted Account
(TLA) for depositing FnmHA | oan collections. Deposits to these accounts are
wi thdrawn daily by the concentrator bank for transfer to the Treasury. Under
t hese procedures, the local FmHA office will deposit the daily office
collections in a participating local financial institution and report the
amount deposited to a data service facility that is under contract to the
concentrator bank. The data service facility will informthe concentrator
bank of the ampbunt available in each local financial institution and the
concentrator bank will use this information to transfer the funds to the
concentrator bank and then to the Treasury.

§1951.52 Definitions.

(a) Borrowers as referred to in this subpart, include |oan, |oan
guarantee, and grant recipients.

(b) FEnHA field offices are FnHA County or District Ofices, and in sone
cases, State Ofices.

(c) FnHA field office supervisors are FnHA County Supervisors, District
Directors, or other FnHA enpl oyees aut horized to act for them

(d) State Ofice coordinators are individuals appointed by the State
Director to ensure that CBS is operated snoothly.

(e) FEinancial institutions (FI) include banks, savings and | oan

associ ations, and credit unions that are insured by the Federal Deposit
I nsurance Corporation (FD C), Federal Savings and Loan |nsurance
Corporation (FSLIC), or National Credit Union Adm nistration (NCUA),

wi th special consideration given to the use of mnority banks, whenever
possi bl e.

(f) Treasury Linmted Account (TLA) is an account established in a
financial institution through a Menorandum of Under st andi ng between
Treasury and a local financial institution to speed the novenment of FnHA
collections. Only one such account nmay be naintained by an FHA field
of fice.

DISTRRBUTION:. W S, D C Account Servi ci ng
Servicing and Col |l ections

(06-19-91) PN 167



RD I nstruction 1951-B
§1951. 52 (Con.)

(g) Menorandum of Understanding (M) is an agreenent signed by a Fl
and Treasury whereby the FI agrees to performcollection services for
FmHA according to Treasury requirenents.

(h) National Data Corporation (NDC). The data service facility
referred to in 81951.51 of this subpart. A call will be made to NDC
each day the FnHA field office is open for business to report activity,
or to report no activity if a deposit is not made.

(i) Daily Activity Report (DAR). A report prepared each day by |oca
FmHA of fices that records the collections received and deposited in the
financial institution.

(j) Credit Menos result in an error in FHA' s favor and result in an
increase in the net activity reported in the DAR and to NDC

(k) Debit vouchers are uncollectible itens (nonsufficient fund checks,
stop paynment checks) or errors not in FnHA's favor. A debit voucher
results in a decrease in the net activity reported on the DAR and to
NDC

(1) Concentrator Bank is responsible for collecting funds fromloca
banks and rei nbursing those banks for services.

(m Automated Cearing House (ACH) is the el ectronic network through
whi ch deposits are transferred fromlocal banks to Concentrator Bank.

81951.53 Files to be nmintained.

(a) Establishing files. Each FnHA field office will establish the
follow ng files:

(1) 1951-Selection of FI, FY 19 . This file will contain al
materials fromtraining nmeetings, copies of correspondence to and
fromFls in the area, and other material of a general nature.
Retention Period: Destroy 3 FY's after the end of the FY created.

(2) 1951-FI Contracts (Nanme of Bank), FY 19_ . This file wll
contain the executed copies of the Form TFS 1221 MJU, prenote change
i nformation, copies of bids fromthe Fls, and all other material and
correspondence pertaining to the FI selected. Retention Period:
Destroy 5 FY's after the end of the FY in which contract(s) expires.

(3) 1951-Collections, (Month), 19 : Retention Period: Destroy
five FYs after the end of FY.
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§1951.53 (a)(3) (Con.)
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(i) GCeneral. This file will contain copies of Forms

FmHA 1951-48, "Concentration Banking Daily Activity Report",
FmHA 1951-46, "Concentration Banking Uncollectible Item debit
and/ or credit vouchers," confirmed deposit slips, two adding
machi ne tapes (one of cash and collection itenms, i.e., cash,
checks, money orders, etc., and one tape of collection forns
and paynent coupons), copies of third party checks (if any),
and any other material necessary to reconstruct any day's
collection activities. CBS bank statenents will be reconciled
within 10 worki ng days of receipt and placed in this file.

(ii1) County Ofices. In addition to the itens listed in
Paragraph (a) (3) (i) of this section, County Ofice files wll
al so contain Fornms FrmHA 451-2, "Schedul e of Remittance," FnHA
1951-49, "Register of Collections," FmHA 1940-10, and

"Cancel lation U S. Treasury Checks and/or bligation." For
Labor Housing loans to individuals on farnms that are supervi sed
by the County Ofice, the file will also contain Forns FnHA
1944-53, "Multiple Fam |y Housing Cancellation of U S. Treasury
Checks and/or Obligation," and FmHA 1944-9, "Multiple Famly

Housing Certification and Paynent Transmittal," for
M scel | aneous Col | ecti ons and regul ar payments.
(iti) District Ofices. |In additionto the itens listed in

Paragraph (a)(3)(i) of this section, District Ofice files wll
contain Forns FnHA 1951-55, "Collection Log," in lieu of Form
RD 1951-49, FnHA 1944-9 for M scel l aneous Col | ections, FrmHA
451-2, Form RD 1940-10, FnHA 1944-53, and a copy of the

Aut omat ed Mul ti - Housi ng Accounting System (AMAS) Batch Entry
System Menu for the Call Date shown on Form RD 1951-55. Copi es
of the M2A, "Project Payment" screens may also be filed with
the daily activity until it is verified that the bl ock has

bal anced, then they nay be destroyed or distributed as the
District Ofice deens suitable.

PN 167
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(b) Filing position for operational file 1951, Collections, (4 position

fol der).

(1) Position 1: Forms FmHA 1951-49 or FnHA 1951-55 for the nonth.
(These forns may be kept in a 3-ring binder until the bank statenent
is received and reconcil ed.)

(2) Position 2: Reconciled TLA bank statement with all encl osures
attached. Any discrepancies found should be resolved i medi atel y.
Actions taken to correct nmust be docunented in the Running Record in
Position 4.

(3) Position 3: Each day's activity as a daily unit with Form
FmHA 1951-48 and confirned deposit slip on top. Include Forn(s)
FmHA 451-2, copies of third party checks (if any), debit vouchers,
credit nenos, uncollectible check fornm(s), copies of two adding
nmachi ne tapes, Form(s) FnHA 1940-10, FnHA 1944-53 (District Ofice
(DO only), FmHA 1944-9, AMAS (DO only), and any other information
sent to the Finance Ofice that day.

(4) Position 4: Docunentation of problens, such as calls or
correspondence to Finance Ofice, State Ofice, bank, etc.
concerning CBS, including attachments.

(c) County Ofice requirenents. County Offices are required to use a 4
position fol der as described in paragraph (b) of this section. A FILE
WLL BE SET UP FOR EACH MONTH S COLLECTI ONS

(d) Dstrict Ofice requirenents. District Ofices have the option of
using a 4 position folder of filing all the material in a three-ring

bi nder | abel ed "1951 Col l ections.” When using a three-ring binder al
the material will be filed behind Form RD 1951-55 as a conplete unit.
After the CBS bank statenents are reconciled, the material may be
renoved to a 4 position folder for storage in the Operational files or a
new t hree-ring binder may be started for current activity when the

exi sting binder is full. Al binders with historic material wll be
retained in the sanme | ocation

§1951.54 Authority.

The provisions of this subpart are applicable to FrHA enpl oyees who are
aut horized to receive collections. Enployees listed in Exhibit B of this
subpart (available in any FnHA office) are hereby authorized to receive,
recei pt for, exchange for noney orders or bank drafts, and transmt
col l ections or deposit collections in a TLA
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81951.55 Receiving and processing collections.

FmHA of fi ces receive borrower paynents either through the mail or in
person in the formof checks, noney orders, and cash. Paynents are recorded
on the appropriate accounting forns which are Form RD 451-2, Form RD 1944-9,
or a payment coupon. Form RD 451-2, Form RD 1944-9 and paynment coupons are
used to transmit accounting information to the Finance Ofice by mail
Payment information, which the District Ofice needs in order to transmt MH
payment information through field office termnals, is recorded on Form RD
1951-55. In addition, the FnHA County O fice records paynents on either a
managenent systemcard or a servicing card. District Ofice personnel also
record paynents on a Tracking Log as prescribed in Exhibit A of Subpart K of
Part 1951 of this chapter. (Revised 08-30-93, SPECI AL PN.)

(a) Recording paynents. The FnHA field office will record each paynent
on Form RD 1951-49 on Form 1951-55 that includes information such as
dat e payment deposited in the FI, amount of check, name of depositor,
and date of credit. This will enable |ocal FnHA offices to reconstruct
the transactions involved in each day's deposit to the FI if there is a
di screpancy or the docunents are lost in transit to the Finance Ofice.
Case nunbers must be included on the Register of Collections in the
event the day's collections should need to be reconstructed. FEach |oca
of fice nust be able to reconstruct the contents of each envel ope sent to
the Finance O fice.

(b) Endorsenent. After the |local FnHA office records the collection of
these funds on the appropriate accounting forns, all checks/noney orders
wi |l be endorsed for deposit as specified bel ow

ALC. 12-20-0408
Pay to any FRB or Limted
Depository for Credit to the
U S. Treasury
Farmers Honme Administration

5
(Revision 1)
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The endorsenent nmust be placed on the back of the check/noney order so
that the endorsenment is wholly contained in the area fromthe trailing
edge of the check to 1.5" fromthe trailing edge of the check/ noney
order. The trailing edge is defined as the left side of the check/ noney

or der

(c)

(d)

| ooking at it fromthe front.

Det ermi ni ng when deposits are required.

(1) Al borrower |oan paynents, including cash, will be deposited
in the FI each day, unless collections total |ess than $1,000. In
this case, the local FnHA office may keep the funds in the office,
however, the funds must be kept in a | ocked fireproof safe, or in a
| ocked cabinet, or a | ocked drawer during the day and in the | ocked
fireproof safe at night, until a total of $1,000 is reached. Funds
nmust be deposited within 3 days, even if the total anount
deposited 1s less than $1,000. The local FmHA office may elect to
nake a deposit on any day that cash receipts exceed $100. However,
deposits will be made by Friday of each week, regardless of the
anmount accumul at ed.

2) If collections equal or exceed $1, 000, the |ocal FrmHA office
wi Il deposit these funds in the local FI before the established
cutoff time of the FI

Establishing the deadline for deposits at the FlI

The cutoff time for sane-day credit at the FI is the controlling tine -
not the FI's closing tine, which may be later. To neet the FI's cutoff

time,

each local FnHA office will establish a deadline for preparing

payments for deposit.

(e)

Preparing collections for deposits.

(1) The FnHA field office will use an addi ng machine to cal cul ate
the sumof the collections listed on the accounting fornms to be sent
to the Finance Ofice. This calculation nust be done carefully to
ensure that the anount deposited at the FI equals the anmpunt
reported to the Finance Ofice. To ensure that the collection itens
equal the deposit ticket amount, two addi ng nachi ne tapes will be
generated. One will be a tape of the cash and collection itens to
be deposited and the other will be of the paynents |isted on Forns
FmHA 451-2, FnHA 1944-9, Part B of Form RD 1951-55 and paynent cards
and paynent coupons corresponding to the collection itens being
deposited. |If the total itens exceed 50, the tapes will be total ed
in subtotals of 50 itens. The totals on both tapes nust agree.
Three copi es of the cash and check tape (one for the FI

6
(Revision 1)
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(f)
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one for the Finance Ofice, and one for the FnrHA field office)
shoul d be prepared. Only two copies are needed of the tape of
collection forms (one for Finance Ofice and one for the FnrHA field
office). Two-part pressure-sensitive adding machine tape is

avail able fromthe Finance Ofice

(2) The FnHA field office transcribes the total deposit amount from
t he addi ng machine tape onto the triplicate deposit ticket form
provided by the FI and provides the date and nunber of itens to be
deposited. Since a copy of the adding machine tape will be provided
to the FI with the deposit slip, it is not necessary to |ist

i ndi vi dual checks and noney order amounts. Do not use Standard Form
215, "Deposit Ticket." This formis used only by the Finance

Ofice. The format of deposit tickets may vary and instructions for
preparation should be obtained fromthe FI

Depositing funds in the Fl

(1) The funds are deposited into the TLAin the FI. The local FnHA
office will submit two copies of the deposit ticket to the FI with

t he addi ng nachine tape. The FI confirns the deposit and returns
one copy of the confirmed deposit ticket to the depositor by the
next day. Wen only a few collection itens are being deposited, the
FI may wish to provide a confirned deposit ticket when the deposit
is made. In order to provide a confirmed deposit ticket, the F

will verify that the total deposit anount matches the total anount
entered on the deposit slip. If the totals match, the depository
provides the |ocal FnHA office with a confirnmed deposit ticket. If
the totals do not match, the local FnHA office and the FI mnust
identify the discrepancy and nmake the appropriate adjustment on the
deposit slip.

(2) Wen the deposit is made, the FI gives the FnHA field office
any debit vouchers or credit nenps processed to the TLA. Debit
vouchers are for uncollectible itens (nonsufficient-funds checks,
st op- paynent checks, etc.), or bank errors not in FnHA's favor and
result in a decrease in the deposited amount. Debit vouchers for
uncol l ectible itens must have the uncollectible itemattached.
Credit nenmps are for errors in FnHA's favor and result in an

i ncrease in the deposited anmount.

PN 167
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(9)

(h)

Credit nenos and debit vouchers nust be provided by the FI on the
busi ness day followi ng the date of deposit in accordance with the
MoU

Receipt of paynents after a deposit to the FI

VWhen the FHA field of fice receives paynents after making its
deposit at the FI, the local FnHA office will place these funds in a
| ocked fireproof safe, or locked filing cabinet, or |ocked drawer
during the day and in the | ocked fireproof safe at night, to be
processed with the next day's paynents.

If the FI has a night deposit facility, the |local FnHA office may
use it. If a night deposit is nade, the field office nmust obtain a
confirmed deposit slip the next day. The anmount of the night
deposit will be included in the next day's report to NDC, together
with the regul ar deposit.

Reporting deposit data to NDC

(1) After depositing the funds, the FnHA field office prepares
Form RD 1951-48 using the information on the deposit slip, debit
vouchers, credit nenos, and uncol |l ectible itens received from

the FI. Instructions for conpleting the report are found in the FM
for that form

(2) Once the funds have been deposited and Form RD 1951-48 i s
conpleted, the FnHA field office dials a toll free nunber to report
its daily activity to NDC before the assigned cutoff tine, so that
the funds deposited can be withdrawn the next day. |If the caller
gets a busy signal, the nunber should be redialed i mediately. Wen
NDC identifies itself, the FnHA field office provides information
froma standard script (items 1-5 of Part IV on Form RD 1951-48).

(3) The NDC operator calculates the net activity anmount and
verifies that the anmount reported by the caller Is equal to the
amount cal cul ated. The NDC operator will then read back the
information in each of the fields and provide a verification nunber
whi ch must be recorded in item6 of Part |V on Form RD 1951-48.

(4) If the reported net activity amount and the cal cul ated net
activity anount di sagree, and cannot be reconciled during the

tel ephone call, the caller will request that the call be del eted.
The cal l er must check the deposit information for m stakes and
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call NDC with the correct information. Local FnmHA offices may al so
call NDC to correct information in a previous call or to delete a
previous call. Wen this is done, the operator will advise the
caller that a call is on file. The caller nust state whether they
wi sh to change information reported previously or whether they w sh
the prior call deleted. The caller will conplete Exhibit C of this
subpart (available in any FnHA (office) for making changes or
cancelling a prior call. This ensures that one call is recorded by
NDC each day from each |ocal FnHA office and that only one anount is
transferred fromthe FI's account.

(5) Wen debit vouchers and returned itens (uncollectibles) are
received fromthe FI and the anounts subtracted fromthe deposit
amount for the day, the net activity amount may be negative, which
neans the debits exceeded the credits for the day. If a negative
net activity amount is called into NDC, the result is an ACH credit
to the FI to restore the account to zero.

(6) |If there is no deposit activity to report (no deposits, debit
vouchers, or credit nenos), the FnHA County and District Ofices
will still prepare Form RD 1951-48 and call NDC to report that there
was no activity. In this instance, the local FnHA office reports
zeros to NDC and wites zeros in the appropriate blocks for the
credit fields on Form RD 1951-48. Form RD 1951-48 will not be sent
to the Finance Ofice if there is no activity. (State offices are
not required to report "no activity" to NDC.)

(7) The FnHA field office will record any problens that are
encountered while reporting to NDC on Exhibit D of this subpart
(avail able in any FnHA office). The record can be used to i1dentify
problens that may need to be corrected. The Finance O fice must be
notified imediately if a problemoccurs which could result in a
failure to transfer funds already deposited in the FI. The |oca
FmHA office will contact the State O fice Coordi nator regarding
recurring problens. The State Ofice Coordinator will bring these
problenms to the attention of the Cash Managenent Staff.

PN 167
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(i) Sending accounting data to the FnHA Finance Ofice.

(1) In the absence of a confirned deposit ticket, it is acceptable
to photocopy the remaining deposit slip for the office records unti
it is replaced the next day by the confirnmed deposit slip. Al
source docunents associated with each day's deposit mnust be included
in the CBS envelope mailed to the Finance Ofice. The follow ng
forns applicable to the information on the DAR nust al so be included
in the CBS envel ope:

Form Title Pur pose

FmHA 1951-48 Concentrati on Banki ng The DAR shall docunent all deposits,
Daily Activity Report adj ustnents, and reporting
to the data service facility.

N A Deposit Ticket The Deposit Ticket nust match
"Report 01" on the DAR
Staple the Deposit Ticket to
the DAR to be forwarded.

N A Addi ng Machi ne Tape Forward two addi ng
nmachi ne tapes:
1. One tape of tota
cash and coll ection
item (checks, noney
orders, etc.).
2. (One tape of each
paynent nade on
coupons, Fornms FnHA
451-2's, FmHA 1944-9's,
FnHA 1955-55, Part B
(Cash paynents only).
and anounts on each
Form RD 1940- 10,
FnHA 1944-53, and FnHA
1980- 19, "CGuaranteed

Loan Fees."
Note: THESE TWD TAPES
MJUST BALANCE
FmHA 370- 46 ORC Direct Paynent
Coupons (DP) Payment Coupons

FmHA 370-46- A OCD Expanded Direct
Payment Coupons (EDPC) Paynment Coupons

10
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FmHA 1940- 10

FmHA 1944-53

N A

N A

FmHA 1951- 46

FmHA 451-2

(06- 19- 91)

Cancel l ation of U S.
Treasury Check and/or
ol i gati on

Mul tiple Fam |y Housing
Cancel | ation of U. S
Treasury Check and/or
Obl i gation

Credit Meno

Debit Voucher

Concentrati on Banki ng
Uncol | ectible Item

Schedul e of Remittance

11
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Refer to 81951.56 of this
subpart to determ ne when
Form RD 1940- 10 shoul d

be included in the CB paynent
packet .

Refer to 81951.56 of this
subpart to determnm ne when
Form RD 1944-53 shoul d

be included in the CB paynent
packet .

Include all credit nmenbs which
support deposit adjustnents.

Include all debit vouchers
whi ch support deposit

adj ust nents and/ or
returned itens.

Include all forms which
docunment uncol | ecti bl e

itens, including a copy of the
original "Batch Entry System
Menu" for the cal

dat e corresponding

to the returned CBS

item Staple the
supporting debit
voucher to each

i ndi vi dual form

I nclude all Forns
FmHA 451- 2.

(This will include

weat heri zation

col | ections

and guar ant eed | oan
paynments. \Wen
sendi ng guar ant eed
| oan fees,

al so include Form
FmHA 1980- 19
"Q@uar ant eed Loan
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C osing Report." For
weat heri zati on | oan
paynments, wite
"weat heri zati on"

bol dly across the
body of the

schedul e.)

FmHA 1944-9 Mul tiple Fam |y Housing I nclude all Forns
Certification and Paynent FnHA 1944-9, (only

for Transmitta
M scel | aneous
Col I ections and LH
or site |loan regular
collections in
a County O fice.)

N A AMAS Bat ch I ncl ude a copy of
Entry System Menu the AMAS Batch Entry
System Menu for the
call date to Form
FnmHA 1951- 48.

(2) These docunents noted in paragraph (i) (1) of this section
shal | be clippled, not stapled, to Form RD 1951-48 "Concentration
Banking Daily Activity Report". Place all docunments in a 9 x 12
white envel ope with green dianonds on the side and stanp the
following on the outside of the envelope in the |ower |eft corner:
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CB - Location Code (nuneric State/District and
County Code)

Qut- O -Bal ance (check only if correction was
not made).

This information will enable the Finance Ofice to expedite
processing by sorting the envel opes for special handling upon
receipt.

At the end of the business day, the person processing the
collections in the District Ofice should verify the detailed
transaction i nput screens against the Batch Entry System Menu to
determine if the input block of paynents is in balance, making any
needed corrections so the block will balance. Hold the envel ope
until the next business day and verify that the bl ock has bal anced,
following instructions in Exhibit Ato subpart K of this part. |If
the bl ock has not bal anced, neke the needed corrections. Contact
the AMAS coordinator in the State Ofice if you need assi stance.
(The AMAS Coordinator will contact the Finance Ofice if further
assistance is required.) After the correction is made, include the
corrected Batch Entry System Menu in the collection envel ope and
forward the envel ope to the Finance Ofice. DO NOT HOLD THE PAYMENT
ENVELOPE MORE THAN ONE WORKDAY. |If the bl ock has not bal anced after
the second effort, continue to make corrections until the bl ock

bal ances. However, do not send the Finance Ofice another Batch
Entry System Menu

(3) Paynents received after the funds have been deposited at the F
shoul d not be included on that day's Form RD 1951-48. Those
paynents are recorded on the followi ng day's Form RD 1951-48 and

i ncl uded on the accounting docunents mailed to the Finance Ofice
with the following day's activity.

Responsi bility for funds.

(1) Enployees are personally accountable for |osses occurring while
funds are in their custody. The Conptroller General or designee is
aut horized to grant relief only when a | oss occurs without fault or
negl i gence on the part of the enployee. The follow ng protective
nmeasures w |l be taken:

13
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RD I nstruction 1951-B
81951.55(j) (1) (Con.)

(i) Al cash, checks, and noney orders held by field

of fices must be kept in a | ocked fireproof safe, a | ocked
cabinet, or a |ocked drawer during the day and in the | ocked
fireproof safe at night. Wenever possible, nore than one
person will know the conbination of the lock. (Necessary desk
| ocks and keys may be ordered in accordance with 82024. 29 of
RD I nstruction 2024-A.) (Revised 12-11-96, PN 270.)

(i1) Use night depository service when practical

(iii) Encourage borrowers to nake paynents with persona
checks instead of cash

(iv) Require that checks or nmoney orders be endorsed upon
receipt.

(v) Require that all collections be recorded at the tinme of
receipt.

(vi) Require that collections be reconciled to the accounting
records at the end of each day that an enployee is available to
do so.

(vii) Require that deposit slips be reconciled to the
accounting records at the end of each day.

(viii) Require daily supervisory review of collection
activities on each day that a supervisory enployee is avail abl e
to do so.

(ix) Require the reconciliation of nonthly Treasury Limted
Depository Account statenents within 10 working days after they
are received in the field office.

(x) Require financial institutions to provide credit nmenos and
debit vouchers on the business day follow ng the date of
deposit in accordance with the MU

(xi) Require periodic review of report Code 501, Monthly Cash
Application, Forms RD 451-26, “Transaction Record,” or AMAS

hi story screens, to confirmthat collections are updated to the
aut omat ed accounting system

14
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RD I nstruction 1951-B
) (1) (Con.)

(xii) Require spot checks of collection activities by District
Directors and State Ofice staff to detect collection
i nproprieties. (Revised 04-30-96, SPECIAL PN.)

(xiii) Require changing the conbination of the fireproof |ock
cabinet if personnel who had access to the cabinet retire,
resign, transfer, or are termnated

(2) County Supervisors and District Directors or designee wll
review quarterly the separation of duties anong enpl oyees relative
to the handling of collections frominitial receipt of borrower
paynents to the final disposition of borrower payments and the
reconciliation of the nonthly TLA statement. Ofices with three or
nore individuals will ensure that at |least two individuals are

i nvolved in collecting borrower payments--one to control the
paynents and one to control the data. These duties should be
rotated sem annually. For District Ofice operations separation of
duties shall be as foll ows:

(i) FormRD 1951-55 shall be prepared by one enployee. A
second enpl oyee shall review, initial and date the form |If
there is not a second enpl oyee available on the Call Date, a
post review shall be perforned on all unreviewed coll ections on
the first working day a second enployee is available. The
reviewer shall date and initial each Form RD 1951-55.

(i1) Receiving cash, checks or noney orders, preparing the
bank deposit, conpleting Itens 1 through 9 of Form RD 1951-55
and contacting NDC shall be rotated between enpl oyees

sem annual ly, to the extent possible. However, when the
District Loan Technician or District Loan Specialist is the
second person responsi ble for collections, and is not avail able
for this transaction because they are out of the office or
other duties interfere, another enployee shall process the

col l ections on the date received. A second enployee will
review and initial Form RD 1951-55 on the Call Date or follow
the procedure in paragraph (j)(2)(i) of this section

15
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RD I nstruction 1951-B
8§1951.55(j)(2) (Con.)

(iii) Preparing the bal ance of Form RD 1951-55, preparing
Forms FnHA 451-2 and FnHA 1944-9 for M scel |l aneous Col | ecti ons
and inputting the payments through the field office term nal
are duties which will not be rotated in the District Ofice to
assure the integrity of cash collections. The integrity of
these transactions will be assured by the second party review
of each Form RD 1951-55.

(3) The CBS activities of each Agency's field office will be

revi ewed annually (by Decenber 31 of each year). The questions
listed on Form RD 1951-44, "Annual Review of District/County

Col l ection Activities Concentration Banking System" wll be
addressed. District Directors or designee are responsible for
assuring that the annual reviews are acconplished in each County
Ofice and State Ofice staff will conplete the annual revi ew of
each District Ofice. FormRD 1951-44 will be conpleted in
accordance with the Forns Manual Insert (FM). (Revised 04-30-96,
SPECI AL PN.)

(k) Reporting losses of collections. |If a theft occurs, field
supervisors will follow the provisions of RD Instruction 2021-A,
§2021.35. Al losses nmust be reported to the National Ofice. Reports
will include details concerning the nmeasures taken to protect the

m ssing funds and the circunstances of the loss or theft.

81951.56 Forns.

(a) FormRD 451-1 "Acknow edgenent of Cash Paynent,” will be used in
recei pting for cash paynents. No other formw |l be used for this
purpose. This formmay al so be used when a borrower request a receipt
for another form of paynent.

(b) FormRD 451-2 will be used for any collection other than regularly
schedul ed borrower | oan paynents. Form 451-2 will be used for

m scel | aneous paynments and for any ot her paynents when the coupon is not
avail able. Form RD 451-2 will not be used for the Rural Rental Housing
(RRH), Rural Cooperative Housing (RCH), and Labor Housing (LH) | oan
payments.

(c) EFormRD 1944-9 will be used to record M scell aneous Col | ections for
RRH, RCH, RHS, SO and LH | oans and regul ar paynents for LH | oans without
rental assistance which are collected in the County Ofice. Only one
project will be reported per form
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RD I nstruction 1951-B
§1951. 56 (Con.)

(d) Form 1951-49 will be used by County O fices to record paynents.

(e) FormRD 1951-48 will be used to record each day's transactions in a
manner appropriate for telephonic transm ssion to the data service
facility.

(f) FormRD 1951-46 will be used to record required information

concerning uncollectible itens and will be sent to the Finance Ofice
for processing.

(g) FEFormRD 1940-10 will be used to cancel all applicable |oan and/or
grant program check request via the Treasury Limted Account.

(h) FormRD 1944-53 will be used to cancel all applicable |oan check
request via the Treasury Limted Account.

16A
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RD I nstruction 1951-B
§1951. 56 (Con.)

(i) FormRD 370-46, OCR Direct Paynments Coupon (2X) will be used to
record Rural Housing Loan Paynents.

(j) FEorm RD 370-46A, Expanded Direct Paynent System Coupon (2A) will be
used to record Farner Program and Community Program | oan paynents.

(k) FormRD 1951-55 will be used by District Ofices to record required
i nf

ormation on all paynments processed in the District Ofice. Part B
will be used to record all information necessary to correctly input
regular RRH, RCH, RHS, SO and LH paynents through field office
term nal s.

81951.57 Special endorsenents.

(a) Payees. Checks, noney orders, and sinmilar itens to be remtted as
paynments on accounts of Farmers Hone Adm nistration (FmHA) shoul d be
made payable to the FnHA, except that offers in conprom se of judgnent
accounts referred to in RD Instruction 456.1, 1956-B or 1956-C will be
made payable to the Treasurer of the United States and transmitted to
the State Director for referral to the appropriate United States
Attorney through the representative of the Ofice of General Counse
(OCEC). Al collectionitens in any formother than coin and currency
wi |l be accepted subject to collection, that is, subject to the itens
being paid. Any remttance itens which currently are not payable,

i ncl udi ng postdated checks, will not be accepted for paynment on

i ndebt edness due FnHA. Wen such itens are received, they will be
returned imediately to the remtter

(b) Restrictive endorsenents and notations on collection itens.
Collection itenms containing restrictive endorsenments or notations which
will not permt such itens to be processed and applied to accounts in
accordance with Rural Devel opment Instructions will be returned to the
remtter by the FnHA official receiving such itenms with a request that
such notations be withdrawn. However, itenms containing restrictive
endor senents or notations not affecting the handling thereof, such as

"paynent in full"” when the anount thereof does in fact pay the account
in full, as provided herein, will be accepted and processed.
17
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RD I nstruction 1951-B
§1951. 57 (Con.)

(c) Restrictive notations on conprom se or adjustnent itens. Paynent
of fered by borrowers in conprom se or adjustnent of debts in the form of

checks bearing restrictive notations such as "Paynent in Full" or
"Settlenment in Full" may be endorsed provided the borrower has signed
Form RD 1956-1, "Application for Settlenent of Indebtedness.” If a

borrower submits a check bearing a restrictive notation or submits an
acconpanying letter containing restrictive statements and has not signed
Form RD 1956-1, the check and letter containing the restrictive
statenments will be sent to the State Ofice with an explanati on of the
circunstances and the State Ofice will determne with the advice of OCC
how to handl e the check

(d) Holder or borrower endorsenent.

(1) Collection itenms payable or endorsed to the borrower or to sone
person or firmother than the Treasurer of the United States should
be endorsed by the | ast holder (usually the borrower) as foll ows:

Pay to the order of

Farnmers Home Adm ni stration

(Signature of |ast hol der)

(2) If the last holder is unable to sign his or her nane, the
collection itemw |l be prepared for endorsenent by mark and for the
signature and address of a witness as illustrated bel ow Enpl oyees
nmay act as witnesses to signatures by mark when other witnesses are
not avail abl e.

Pay to the order of
Farnmers Hone Admni ni stration
H s or Her

X Mar k

(Nane of |ast hol der)

W TNESS

ADDRESS:

18
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§1951.57 (d)(2) (Con.)

Note: On checks issued by the Treasurer of the United Status,
signatures and addresses of two wi tnesses are required.

(e) Endorsenent by FnHA (all proceeds to be renitted).

(1) The Assistant Administrator, Finance Ofice, District

Directors, and County Supervisors who are authorized to deposit

col l ections are hereby authorized to endorse collection itens
(including joint checks, the entire proceeds of which are to be
deposi ted) made payable in the first instance to, or endorsed to the

credit of:
(1) United States of Anerica
(ii) United States Departnent of Agriculture

(iii) Farmers Honme Administration

(iv) Farm Security Adm nistration
(v) Emergency Crop and Feed Loan Ofice
(vi) Governor of the Farm Credit Admi nistration

(vii) Regi onal Agricultural Corporation
(viii) Treasurer of the United States

This authority may be redel egated to any enployee listed in
Exhibit B of this subpart (available in any FnHA office).

(2) Collection itens (including joint checks) made payabl e or
endorsed to any of the agencies listed in paragraph (e)(l) of this
section will be endorsed i medi ately bel ow t he endorsenent of the

| ast holder, if any, as set forth in 81951.55 (b) of this subpart.
Insert the appropriate payee fromthose nanmed in paragraph (e)(l) of
this section. Wen payee is FnHA or the Treasurer of the United
States, |eave bl ank

(f) Endorsenent by FnHA (joint checks--part proceeds to be renmitted or
no proceeds to be remtted). District Directors, Assistant District
Directors, County Supervisors, Assistant County Supervisors, and

Coll ection and Servicing Oficers may endorse, in the manner prescribed
i n paragraph (h) of this section, for the purposes outlined in

par agraphs (f) (1), (2), (3), (4) or (5 of this section, checks
representing proceeds fromthe sale of nortgaged property or property
not
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now nortgaged to FnHA because the borrower has paid in full the FrHA

i ndebt edness secured by such property, checks representing the
assignment of income fromreal estate security, or insurance checks
covering | osses, nmade payable jointly to other persons and any entity
listed in this section. District Directors and County Supervisors may
redel egate this authority to any enployees listed in Exhibit B of this
subpart in their offices, provided they have instructed such enpl oyees
regardi ng the manner of determning the distribution to be made of joint
checks and how to make use of available records for this purpose. Wen
this authority has been redel egated to such enpl oyees, joint checks
representing proceeds of basic security may be endorsed only in the
event the District Director or County Supervisor (or Assistant District
Director, District Loan Specialist or Assistant County Supervisor, if

t hey have been redel egated authority to rel ease) have agreed to the use
to be nade thereof and such agreenent has been docunmented in the
borrower's case file. The endorsenent by FmHA will appear bel ow the
endorsenent of the third party payee, if any, and the endorsenment of the
borrower will appear |ast on the check. Such checks nay be endorsed to
permt:

(1) The Governnment to obtain the amounts from such checks
determ ned to be due the Governnent.

(2) The borrower to obtain the amobunt from such checks that is to
be used for approved purposes in accordance with the provisions of
FmHA regul ati ons on rel easing security property.

(3) Third parties to obtain the anounts due such parties as
determ ned by the District Director, Assistant District D rector,
District Loan Specialist, County Supervisor, Assistant County
Supervi sor, or Collection and Servicing Oficer

(4) The borrower to obtain the amount of such checks when the FnHA
i ndebt edness secured by the property involved has been paid in full

(5) The borrower to obtain all or a portion of checks representing
t he assi gnnent of incone fromreal estate security when no depletion
of the Governnment's security is involved.

(6) The placing of the proceeds of the check in an account pending
resolution of a dispute over the proper distribution of the
proceeds. The arrangenents for such an account will be made at the
direction of the Ofice of General Counsel (0.
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Endorsenent by the State Director. Wen requests are received in
FmHA of fices to endorse joint checks not covered by paragraph (f)

of this section, but which are made payable to the sane payees specified
in this section, and only a portion or none of the itemis to be

rem:t
conpl

ted, such checks will be forwarded to the State Ofice with a
ete statenent of facts, including the borrower's case folder, the

pur pose for which such checks are drawn, and the anount clainmed by the

parti
inter

es having an interest therein. State Directors will determne the
est of the Governnent, if any, in such joint checks, and are

aut horized to place the appropriate endorsenent thereon as prescribed in
paragraph (h) of this section

(h)

Endorsenent of joint checks. Joint checks may be endorsed, under

the authority in paragraph (f) and (g) of this section, only by use of
one of the follow ng fornms of endorsenent.

(06- 19- 91)

(1) Wen part of the proceeds of the check is to be remtted to the
Government as a paynent, the follow ng endorsenent formw |l be
used:

"Endorsed to (lInsert nane of bank) for issuance of a cashier's
check to the order of the Farmers Hone Adm nistration in the anount
of $ ( )

(Lnsert here appropriate payee fromthose naned in
paragraph (f) of this section.)

BY

TI TLE "

(2) Checks payable jointly, as described in paragraph (f) of this
section, which are received fromor on behalf of conmon borrowers of
t he Federal Land Bank and the FmHA, may be endorsed in the nmanner
prescri bed bel ow, provided the borrower has consented to the

di versi on of the proceeds.

"Endorsed to (lnsert nane of bank) with recourse only as to
anmounts paid to Farmers Home Administration for:

| ssuance of a cashier's check to the order of the Farners Hone
Adm nistration in the amount of & (__ ), and issuance of a

cashier's check to the order of the Federal Land Bank of (Insert
name) in the amount of $ (Insert anmount).
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(Lnsert appropriate payee fromthose naned in paragraph (f) of
this section.)

BY

TI TLE "

(3) Wen no part of the proceeds of a joint check is to be remtted
to FnHA, the follow ng endorsenent formw |l be used:

"Endorsed wi t hout recourse:

(I'nsert appropriate payee fromthose naned in paragraph (f) of
this section.)

BY

TI TLE "

(4) Wen joint checks are received for deposit in a supervised bank
account under the provision of Subpart A of Part 1902, the follow ng
endorsenent wll be used:

"Endorsed without recourse to (lnsert nane of bank) for the
deposit of $ ( ) pursuant to deposit
agreement dated ( .

(I'nsert appropriate payee fromthose naned in paragraph (f) of
this section.)

BY

TI TLE "

(5) Wen joint checks are received that will be used to pay another
| ender under a Subordination Agreenent, the follow ng endorsenent
may be used:

"Endorsed wi thout recourse to (lnsert nane of |ender) only for
paynment on Subordi nation dated (lnsert date) which funds were
advanced for (Pur pose of 1 oan)

(Lnsert appropriate payee fromthose naned in paragraph (f) of
this section.)
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BY

TI TLE "

(i) Cost of cashier's checks. The borrower will pay the cost of
cashier's checks in the instances prescri bed.

(j) Uncollectible joint checks. Wen field supervisors receive notice
that joint checks endorsed in the manner and under the circunstances
specified in Paragraph (h) (1) and (2) of this section are
uncol l ectible, they will furnish the Finance Ofice with a full report
concerni ng such transactions and request information regardi ng proper
handl i ng. The report will include the name and address of the bank

i nvol ved, the anmpunt of the check, the anount renmtted to FHA as a
paynment, the nane and case nunber of the borrower concerned, and the
serial nunber(s) of the receipt(s) issued in connection therewth.

81951.58 Preparation and distribution of Fornms FnHA 451-1, FnHA 451-2
FnHA 1944-9, and FnHA 1951-55.

(a) GCeneral. Borrowers making paynment in currency will be given a
recei pt using Form RD 451-1. Receipts are not required for paynent nade
by check or noney order, but will be given when specifically requested
by the borrower or person naking paynent in the borrower's behalf. In
maki ng such recei pts for non-cash paynent delete the word "Cash" on Form
RD 451-1 and place on the forminformation identifying the noney order

or the check and its maker

(b) FEFormRD 451-1.

(1) Acknow edgnent of Cash Paynent books begi nning with the | owest
serial nunber will be used first. The receipts in the book nust be
used i n consecutive order

(2) The acknow edgment will be prepared in accordance with the FM
for FormRD 451-1 and issued at the tine the cash is received by
FrHA.
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(c)

Form RD 451-2. Final paynents, other than regular schedul ed; extra

payments; refund paynents; mscellaneous collections; and paynments where
coupons are not available, will be listed on a Form RD 451-2 prepared by
the | ocal FnmHA office

(1) The Schedule of Remittances will be prepared in accordance wth
the FM for Form RD 451-2.

(2) Schedules will be prepared carefully and legibly. A typewiter
shoul d be used whenever possible; otherwi se an indelible pencil or
pen will be used. Wenever an indelible pencil or pen is used,
printing is preferable.

(3) Wen bulk collections are received, such as a collection froma
crop buyer or other interested party, in the formof a check for

amounts due fromtwo or nore borrowers, FormRD 451-2 will reflect
t he nane of each respective borrower for the anount collected for
the account. Under no circunstances will Form RD 451-1 be issued in

the nane of the crop buyer or other interested party.

(4) Wwen it is necessary to use two or nore schedul e pages to
conplete a normal collection's schedule for the day's business, the
schedules will be numbered at the top; for exanple, 1 of 3, 2 of 3,
and so forth. 1In such cases, summary information for all schedul es
will be reported on the |l ower portion of the |ast schedul e.

(5) Wen the schedule is marked for M scell aneous Col |l ections, this
will indicate that all payments on the schedule are not to be
applied to conputer based accounts imediately without restrictions.
Each type of M scellaneous Collection will be on a conpletely
separ at e schedul e.

(6) For Qperating (OL) and Emergency (EM |oans made prior to
January 1, 1972, that portion of extra paynents and refunds
applicable to principal will be applied by the Finance Ofice to the
final unpaid installnment(s) on the note involved or will be prorated
for nmore than one installment. |If the anmbunt is to be applied to
the final unpaid installnment(s), it will not be necessary to show
the installnent date. |If the ambunt of the collection is to be
prorated to unmatured principal installnments, the dates of the
installment(s) will be shown in the "Loan Coding" col ums
corresponding with the amount to be applied to that installnent.

The following illustrates the coding for extra paynents or |oan
refunds.
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LOAN CCDE AMOUNT LOAN CODI NG
01-01 75. 00a/

01-01 150. 00 1095
01-01 150. 00 1096
01-01 150. 00 1097

a/Unpaid Billed Interest

(7) Each line itemon the schedul e nust include the full nane, case
nunber, and |oan code. For rent paynents, the nane and case nunber
of the borrower will be used if the borrower has title to the
property; the nane and case nunber of the |lessee will be used if the
Governnent has acquired title to the property.

(d) FormRD 1944-9. For m scel |l aneous collections for RRH, RCH, LH
RHS, and SO | oans, and regul ar paynents for LH | oans wi thout rental
assistance that are collected in the County Ofice, receipts for the day
will be prepared in accordance with the FM. Schedul es nust be prepared
carefully. They may be legibly witten with black ball point pen or
typed. Al copies nust be easily readable. Only one project may be
shown on each form

(e) FormRD 1951-55. For regul ar paynents, extra paynents, refunds,
vol untary additional principal paynents, |oan specific paynents on cost
items and final payments on RRH, RCH, RHS, SO and LH | oans made in the
District Ofice, all relevant data will be legibly recorded on Form
FmHA 1951-55, Part B. The paynents will be processed through field

of fice termnal s.

(f) Collections received in the State Ofice. The preparation and

di stribution procedure outlined in paragraphs (a), (b), (c), (d), and
(e) of this section will be foll owed based on information available in
the State Ofice .

(g) Schedul es prepared in connection with liquidations. Schedules wll
be prepared only for the anpbunt actually received for deposit through
CBS. The anmount shoul d not include sale costs or amounts distributed to
ot her 1ienhol ders.

(h) Schedul es prepared in connection with debt settlenent offers.
Schedul es will not be prepared for paynents nmade in connection wth
of fers on judgment accounts, the conpronise of which is set forth in

25

(06-19-91) PN 167



RD I nstruction 1951-B
§1951.58 (h) (Con.)

RD Instruction 456.1 or RD Instruction 1956-C. In non-judgnment cases,
however, paynments will be scheduled in the usual manner, except:

(1) Application of principal and interest will not be shown, and

(2) Schedul es covering paynents made in conprom se offers or nmde
either sinmultaneously with the adjustment offer or before receipt of
notice of approval, will have indicated thereon "Conpromse Ofer-
FrHA, " or "Adjustment O fer-FnHA " as appropriate, instead of the
usual |oan identification, and

(3) Schedul es covering subsequent paynents by borrowers under
approved adjustnent will have indicated thereon "Paynent under FnHA
adj ust nent approved "

(i) Loan checks returned for cancellation. Forns FnHA 451-2,

FmHA 1944-9 or FmHA 1951-55 Part B, will NOT be used to acknow edge the
recei pt of |oan checks that are returned for cancellation. Such checks
wi || be canceled in accordance with the applicable | oan processing
instructions. District Ofices will record FnHA 1940-10 or FnHA 1944-53
in Part A of FormRD 1951-55. For O., EM and Special Livestock (SL)

| oans, a signed copy of the letter requesting cancellation will be

furni shed the borrower as an acknow edgnment, if requested, and the note
evi denci ng such loan will be stanped "Cancel ed” and returned to the
District or County FrmHA office

(j) Schedule of Remittance for rental paynents on acquired farnmns.
Rent al paynents on farnms whi ch have been acquired by the Governnent will
be prepared and schedul ed on Form RD 451- 2.

(k) Partial or entire return of unused grant funds. |If a check issued
by FmHA for grant funds has been deposited and ALL OR ANY PORTI ON of the
grant funds have not been used when the project is conpleted, the unused
funds will be refunded to the account from which they were di sbursed.
Form RD 451-2 will be used to transmt such funds for all programs but

Labor Housing. The M scell aneous Col |l ections schedules will be
conpl eted and the notations "RETURN OF UNUSED G-ant FUNDS' and "Treasury
Check dated " will be shown. FnHA portion of the proceeds

derived fromthe sale or transfer of |and under the Section 601 Energy
| mpact Assistance Programwill be transmitted to the Finance Ofice on
separate Form RD 451-2 as mi scel |l aneous collections. The M scell aneous
Col I ections schedules will be conpleted with the notation "Proceeds
derived fromsale of Section 601 land." Return of funds will be
transmitted as prescribed in 81951.60 of this subpart. Unused Labor
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Housi ng grant funds will be returned using Form RD 1944-53. Funds w ||
be deposited through Concentrati on Banking or Lock Box procedures. Form
RD 1944-53 will be recorded in Part A of Form RD 1951-55.

(1) Paynents on cl osed accounts.

(1) Gher than Miltiple Fanmily Housing Loans. Wen a collection is
recei ved on an account that has been charged off or canceled, a
paynment will be transmitted or deposited on Form RD 451-2, giving
the borrower's nanme, case nunber if avail able, type of debt
settlenent action, and date if known. The remttance will be shown
as M scel | aneous Col |l ections on Form RD 451- 2.

(2) Miltiple Famly Housing |Ioans. Collections received on an
account that has been charged off or canceled will be transmitted as
a regul ar payment through the field office termnal. Send a copy of
the anended wite-off or cancel ation docunent and a cover letter
directly to the Multiple Family Housing Unit in the Finance Ofice
in a regular white envelope. Send a copy of the cover letter to the
State Director.

(m Guaranteed | oans. Collections received from guaranteed | oan fees,
guar ant eed | oans purchased from hol ders, guaranteed | oan | oss revenues,
reverse of a report of estimated loss or final |oss, or other guaranteed
loan remttances will be put on Form RD 451-2.

81951.59 Refunding collection itens.

VWhen a check is nade payable solely to the Farmers Hone Adm nistration,
or the United States of Anerica, or a check is nmade payable (either solely or
jointly with OTHERS) to the Treasurer of the United States or the United
States Treasurer, and the anmount of such check is greater than that to which
the FMHA is entitled, and it is not possible to obtain separate checks, the
check will be handl ed as foll ows:

(a) Check endorsenent. The check will be endorsed as prescribed in
81951.57 of this subpart and the full anount thereof will be included in
the coll ecti ons deposited.
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(b)

Refunding. A witten request will be obtained fromthe individua

to whomthe refund is to be made, except that a witten request will not
be required when the refund is to be nade to a borrower whose FnHA

i ndebt edness has been paid in full, or is being paid in full fromthe
proceeds of the check in connection with which the refund is invol ved.
The request nust contain a description of the check from which the
refund is requested, including the date, the amount, the payee or
payees, the drawer, and the nane of the bank on which it is drawn. The
request must set for specifically the anpbunt requested as well as a
factual statenment supporting the basis for paynent. The request nust be
signed by the individual to whomthe refund is to be made and nust bear
approval of the District Director or County Supervisor indicating that
the refund shoul d be made as requested. Refund checks to borrowers or
payees ot her than borrowers will be mailed to the respective payee in
care of the District Director or County Supervisor

1) Programs other than Miultiple Famly Housing. Form RD 451-2
will be nmade for the full anmount of the check and will contain a
notation of the request for refund and the anount thereof. Such
schedul es may be signed only by enpl oyees authorized in 81951.57 (g)
of this subpart to endorse joint checks. One copy of the borrower's
request for refund will be filed with the County or District Ofice
copy of Form RD 451-2. The Finance Ofice will prepare and process
a refund voucher based upon the request and information contai ned on
Form RD 451-2 subnitted

wi Il be processed as a regular paynent through field office
termnals. Forms FnHA 1951-55 must be signed by an enpl oyee

aut horized in 81951.57 (g) of this subpart to endorse joint checks.
If the check is for a fully paid project or the project |oans wll
be paid in full by the check, the District Ofice should call the
Multiple Famly Housing Unit (MFHU) in the Finance Ofice, after the
paynment updates, and alert themthat a refund is required. |If the
check will not pay the project in full, a copy of the borrower's
witten request for refund nust be forwarded to the MFHU, requesting
the refund.

(2) Miltiple Famly Housing loans. The total anpunt of the check
il
r
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81951.60 Transmttal and deposit of collections for offices not using CBS.

(a) Participation in the whol esal e | ockbox system The whol esal e

| ockbox systemis for those field offices which are unable to obtain a
| ocal financial institution and participate in CBS. The field office
will coordinate with their State O fice CBS Coordinator when
participation in CBS is being termnated or the field office cannot
obtain a financial institution for CBS. The State CBS Coordinator will
advi se the Finance Ofice (FO, Cash Managenent Staff (CV5) when a fi el
of fice nust participate in the whol esal e | ockbox system The field
office will submit the collections package to the whol esal e | ockbox who
wi Il deposit the collections and forward the rel ated accounting data to
the FO for processing.

d

(b) Converting cash collections. Al cash collections for the day wll
be exchanged for bank drafts, bank cashier's checks, or postal noney
orders. The Collection Oficer should attenpt to get a FDI C bank to

i ssue a bank draft, cashier's check or bank noney order w thout charge.
If the bank does charge a fee, the Collection Oficer should get a
receipt for the fee paid out of the cash collections. 1In determ ning
the nmethod to be used, the cost for fees and the distance to the bank or
Post O fice should be considered. The nmethod sel ected shoul d be the one
that will result in the greatest advantage to the CGovernnent in | owest
cost for fees and convenience for the Collection Oficer. See Exhibit A
of this subpart (available in any FnHA office.) for postal noney order
fees. The bank drafts, cashier's check, and bank or postal noney orders
shoul d be nade payable to the Farners Hone Administration and
transmtted. The Collection Oficer will not endorse these collection
items.

(c) Balancing of collection package.

(1) The accounting docunments nust be bal anced to the funds
collected prior to transmitting the collections package to the

whol esal e | ockbox. To bal ance the collection package, separate the
RH (Form RD 370-46, OCR Direct Paynent Coupon) coupons/checks from
all of the remaining accounting docunents/checks. Al accounting
docunent s/ checks except the RH coupons checks are referred to as
"OTHER. " The RH coupons/checks nust be submitted separately from
the O her accounting docunents since a separate
deposi ting/ processing operation is used for the RH coupons/checks
RH payments submitted on schedule of remttance are consi dered OTHER
because there is no coupon. The only time an RH coupon payment is
grouped with the OTHER docunments is when it shares a check with an
OTHER accounti ng docunent.
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(d)

(e)

(2) Balancing of collection package requires conpletion of the
Field Ofice Remttance Reconciliation Report (FORRR), Form

FmHA 1951-60. Instructions for conpleting the report are found in
the FM for that form

Assenbly of the collection package.

(1) RH check/coupons. Al RH coupons and the rel ated checks are to
be placed in a white 4 X 9 envel ope (Stock No. 202). The checks
shoul d be interspersed with the associ ated coupons (i.e.,
coupon(s)/rel ated check(s), etc.) Do not staple or use paper clips.
Mark the envel ope "RH' across the front. RH coupons which share a
check with another type of accounting document (i.e., 2A coupons or
schedul es) nust be put with the OTHER accounti ng documnents.

(2) Renmining checks/remaining docunents. All remaining checks are
paper clipped to the front of the associ ated accounti ng docunents.
Multiple Fam |y Housing collections for regular paynents will be
attached to a copy of the AVAS Batch Entry System Menu for the call
date. Place this grouping in a white 6 X 9 envel ope (Stock No.

201), mark it "OTHER', seal it, and place it along with the RH

envel ope and the conpleted FORRR, in a white 9 1/2 X 12 first class
envel ope (Stock no. 210). WMark the white first class envel ope in
the lower left corner with the FnHA of fice code.

Mailing the collection package. After it is assenbled, the

col l ection package will be mailed to the foll owi ng address:

U S. Department of Agriculture
Farnmers Home Adm ni stration
P. 0. Box 85084

Dal | as, TX 75285-5084

(1) Packets prepared in the District Ofice should be held until

t he next business day to assure that the block balanced. |If the

bl ock does not bal ance, contact the Finance Ofice or the AVAS
Coordinator in the State Ofice for assistance in correcting the
paynents so the block will balance. Insert a corrected AVAS Batch
Entry System Menu if the block totals have been changed. Mil the
pl acket. DO NOT HOLD THE PAYMENT PACKET MORE THAN ONE WORK DAY. |If
the block still does not bal ance the next day, contact the Finance
Ofice for assistance but do not nmil another AMAS Batch Entry
Syst em Menu.

(2) Al County Ofice packets should be forwarded daily. There
should nornmally be only one FORR per transmittal date. |If
collections with different dates of credit are submitted in the sane
col I ection package, they should be submtted on one FORRR which
shows theactual transnmittal date.
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(f) Uncollectible items. The whol esale | ockbox will forward any
uncol l ectible itenms to the FO The FOw Il forward the uncollectible
itemto the appropriate District or County Ofice by transnitta
menorandum District Ofices may review changes through field office
termnals and inquiry screens in the Automated Milit-Housing Accounting
System (AMAS). Collection of the itemshould be nade i medi ately, if
possi ble, and transmitted in accordance with this section. |If an

adm ni strative cost has been charged to the borrower's account, the new
paynment anmount shoul d be for the regul ar paynent amount plus the

adm nistrative cost. |If imrediate collection is not possible, and the
uncol l ectible itemrepresents proceeds fromthe sale of nortgaged
property or acquired security property, the District Director or County
Supervisor will submt a conplete report to the State Ofice with
reconmendati ons regardi ng recovery of the property or other appropriate
actions. Uncollectible itens will be held by the District Director or
County Supervisor until fully redeened.

81951.61 Accounting for collection forns.

The Finance Ofice will prepare a nonthly list of mssing schedul es based
on sequential nunmbering. |If all the schedules for the nonth are received by
the Finance Ofice with consecutive nunbers, no report will be made to the
| ocal FnHA office. Al schedules reported to |local FnHA offices as "NOT
RECEI VED BY THE FI NANCE OFFI CE' will be reviewed. A photostat of the |oca
FmHA of fice copy of the schedule, if available, and a menorandum expl ai ni ng
the circunstances will be sent to the Finance Ofice

81951.62 Processing uncollectible itens for CBS.

The I ocal FnHA office verifies the accuracy of the information shown on
the debit vouchers for all uncollectible itens received fromthe FI. For each
uncol l ectible item the | ocal FnHA office prepares Form RD 1951-46. This form
is used by the Finance Ofice to reverse the posting of the paynent to the
borrower's account. A copy of the debit voucher and the conpl eted
Uncol | ectible Item Menorandum are sent to the Finance Ofice with the
accounting data for the day's deposit. Do not send the uncollectible checks
to the Finance Ofice. Pronpt action nust be taken to service the borrower's
account and obtain good funds fromthe borrower. The replacenment item nust be
deposited in the FI with other paynment itens received that day, and schedul ed
on Forms FmHA 451-2, FnHA 1944-9, FnHA 1951-55 or paynent coupons, as
appropriate. There will also be a noninterest accruing adm nistrative cost
charged to the borrower's account for uncollectible itenms due to insufficient
funds. Therefore, the borrower's paynent for the uncollectible item should be
for the regul ar paynent amount plus the admnistrative cost.
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A separate AVAS Batch Entry System Menu will be prepared for each origina

cal

date for which a concentration banking uncollectible itemis encl osed.

Attach this menu to the correspondi ng uncol | ectible item Menorandum

81951. 63 Refundi ng paynments received under Agricultural Conservation Program
Service (ACP paynents) offsets.

Borrower s agai nst whom of f sets have been requested are entitled to a

refund of any anount paid FrHA under such offsets in excess of the unpaid

i ndebt edness covered thereby. Wen a borrower's offset check is received in
the I ocal FnHA office and the Governnment is entitled to only part or none of
such check, the following will govern

(a) Wen FnHA is entitled to only part of the offset check, the County
Supervisor will issue FormRD 451-2 in the full anount of the check
received. The County Supervisor will insert a "9" in the M scell aneous
Col I ections bl ock of the schedule and the follow ng statenent will be
typed or printed on the form "Refund balance of $ (Enter anpunt)
direct to the borrower. Indebtedness covered by offset paid in full."
The County Supervisor is responsible for determ ning FnHA's share of the
proceeds of such checks and nust sign Form RD 451-2. Such remttances
wi Il be handled in accordance with the applicable provisions of this
Subpart. The Finance Ofice will prepare and process a refund to the
borrower in care of the County Supervisor

(b) Wwen FnHA is entitled to none of the offset check, the check wll
be handled with the day's collection in accordance with the provisions
of this subpart, subject to the follow ng:

(1) The anount of each offset check will be listed separately on
Form RD 451-2 covering collections for the day.

(2) In colum "Nane of Borrower" of Form RD 451-2 enter "(State
nane) ASCS Ofice," to indicate the Agricultural Stabilization and
Conservation Service (ASCS) State Ofice and, on the line directly
bel ow, enter "For ACP paynent offset” and the name and case nunber
of the borrower and amount of the check for which the refund is
request ed.

32



RD I nstruction 1951-B
§1951.63 (b) (Con.)

(3) The following will be typed inmediately after the entry

descri bed in paragraph (b)(2) of this section: "For refund directly
to the borrowers named above in the amounts indicated. |ndebtedness
covered by offsets paid in full."

(4) Form RD 451-2 containing requests for the refund of the entire
proceeds of offset checks will be signed by the County Supervisor

(c) Wien an offset check is received in a County Office and the County
Supervi sor determnes that it is not applicable to the account of any
borrower within the Ofice's jurisdiction, the check will be sent to the
FHA State O fice with a menmorandum containing all avail abl e
information. Wien the State Ofice receives an unidentified offset
check froma County Ofice, the State Ofice will try to identify the

account to be credited. |If the account cannot be identified, the check
and a letter explaining the circunstances will be sent to the ASCS State
Ofice.

81951.64 Forns FnHA 451-2 or FnHA 1944-9 errors.

Such errors will be corrected on an individual case basis by the Finance
Ofice corresponding directly with the Iocal FnHA office. When the total
collections are not in agreenent with the total remttances and the
di screpancy cannot be resolved by the Finance Ofice, a replacenent schedul e
wi |l be prepared. Each replacenent schedul e nust bear the | egend "lIssued to
repl ace schedul e nunbered (enter schedul e nunber) dated (enter date of
credit).”

81951.65 AMAS on-line paynent errors.

Errors in paynents input by the District Ofice through field office
termnals will go to an AMAS Pending file. Each day the District Ofice
shoul d revi ew pendi ng transacti ons and nmake necessary corrections.

Di screpanci es whi ch prevent bal ancing of a paynent bl ock rmust be corrected
within five work days fromthe Call Date of the bl ock.
§81951.66 - 1951.100 [Reserved]

Attachnents: Exhibits A, B, C, and D

0Qo
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POSTAL MONEY ORDERS

I PURCHASE COF POSTAL MONEY CRDERS

A There are certain cases involving amounts of $51.55 or less in which
it is necessary to purchase two nmoney orders, in order that noney order fees
and the anount of noney orders purchased will equal the cash collections.
Theref ore, when the cash collected during the day is $51.55 or less and totals
any of the anounts in the first columm bel ow, two postal nobney orders should
be purchased in the ambunts indicated as follows: (Revised 9-27-89, PN 119)

Tot al of
Armount Fee for Anount Fee for M Q's
Anmount collected 1st M O st M O 2nd M O 2nd M O submtted
$25.76 $20. 00 $.75 $4. 26 $.75 $24. 26
25.77 20. 00 .75 4.27 .75 24.27
25.78 20. 00 .75 4,28 .75 24. 28
25.79 20. 00 .75 4.29 .75 24. 29
25. 80 20. 00 .75 4,30 .75 24. 30
25.81 20. 00 .75 4. 31 .75 24. 31
25.82 20. 00 .75 4,32 .75 24.32
25.83 20. 00 .75 4,33 .75 24. 33
25.84 20. 00 .75 4,34 .75 24.34
25.85 20. 00 .75 4,35 .75 24. 35
25. 86 20. 00 .75 4, 36 .75 24. 36
25.87 20. 00 .75 4,37 .75 24. 37
25. 88 20. 00 .75 4,38 .75 24. 38
25. 89 20. 00 .75 4. 39 .75 24. 39
25.90 20. 00 .75 4,40 .75 24. 40
25.91 20. 00 .75 4.41 .75 24. 41
25.92 20. 00 .75 4.42 .75 24.42
25.93 20. 00 .75 4,43 .75 24. 43
25.94 20. 00 .75 4,44 .75 24. 44
25.95 20. 00 .75 4,45 .75 24. 45
25. 96 20. 00 .75 4,46 .75 24. 46
25.97 20. 00 .75 4.47 .75 24. 47
25.98 20. 00 .75 4,48 .75 24. 48
25.99 20. 00 .75 4.49 .75 24. 49
26. 00 20. 00 .75 4,50 .75 24.50
26.01 20. 00 .75 4.51 .75 24.51
26.02 20. 00 .75 4.52 .75 24.52
26. 03 20. 00 .75 4,53 .75 24.53
26. 04 20. 00 .75 4,54 .75 24.54
26. 05 20. 00 .75 4,55 .75 24.55
26. 06 20. 00 .75 4,56 .75 24.56
26. 07 20. 00 .75 4.57 .75 24.57
26. 08 20. 00 .75 4,58 .75 24.58
26. 09 20. 00 .75 4.59 .75 24.59



26.10 20. 00 .75 4.60 .75 24. 60
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Tot al of
Armount Fee for Anount Fee for M Q's

Anmount collected 1st M O i1st M O 2nd M O 2nd M O submtted
51.11 45. 00 1.00 4,26 .75 49. 26
51.12 45. 00 1.00 4.27 .75 49, 27
51.13 45. 00 1.00 4,28 .75 49, 28
51.14 45. 00 1.00 4.29 .75 49, 29
51.15 45. 00 1.00 4,30 .75 49. 30
51.16 45. 00 1.00 4.31 .75 49, 31
51.17 45. 00 1.00 4,32 .75 49, 32
51.18 45. 00 1.00 4,33 .75 49, 33
51.19 45. 00 1.00 4,34 .75 49. 34
51. 20 45. 00 1.00 4,35 .75 49, 35
51.21 45. 00 1.00 4, 36 .75 49. 36
51.22 45. 00 1.00 4,37 .75 49, 37
51.23 45. 00 1.00 4,38 .75 49, 38
51.24 45. 00 1.00 4. 39 .75 49, 39
51.25 45. 00 1.00 4,40 .75 49. 40
51. 26 45. 00 1.00 4.41 .75 49. 41
51. 27 45. 00 1.00 4.42 .75 49, 42
51.28 45. 00 1.00 4,43 .75 49. 43
51.29 45. 00 1.00 4,44 .75 49. 44
51. 30 45. 00 1.00 4,45 .75 49. 45
51.31 45. 00 1.00 4,46 .75 49. 46
51.32 45. 00 1.00 4.47 .75 49. 47
51.33 45. 00 1.00 4,48 .75 49. 48
51.34 45. 00 1.00 4.49 .75 49. 49
51.35 45. 00 1.00 4,50 .75 49. 50
51. 36 45. 00 1.00 4.51 .75 49,51
51.37 45. 00 1.00 4.52 .75 49,52
51. 38 45. 00 1.00 4,53 .75 49,53
51. 39 45. 00 1.00 4,54 .75 49. 54
51. 40 45. 00 1.00 4,55 .75 49. 55
51.41 45. 00 1.00 4,56 .75 49. 56
51.42 45. 00 1.00 4.57 .75 49,57
51.43 45. 00 1.00 4,58 .75 49, 58
51.44 45. 00 1.00 4.59 .75 49. 59
51. 45 45. 00 1.00 4,60 .75 49. 60
51. 46 45. 00 1.00 4.61 .75 49. 61
51. 47 45. 00 1.00 4.62 .75 49. 62
51. 48 45. 00 1.00 4,63 .75 49. 63
51. 49 45. 00 1.00 4, 64 .75 49. 64
51.50 45. 00 1.00 4, 65 .75 49. 65
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Tot al of
Armount Fee for Anount Fee for M Q's
Anmount collected 1st M O 1st M O 2nd M O 2nd MO submitted
51.51 45, 00 1.00 4. 66 .75 49. 66
51.52 45, 00 1.00 4. 67 .75 49. 67
51.53 45, 00 1.00 4.68 .75 49. 68
51.54 45, 00 1.00 4.69 .75 49. 69
51.55 45, 00 1.00 4.70 .75 49. 70

B Wen the anmount collected is $51.55 or | ess but does not total any of
the amobunts in the first colum above, it will be necessary to purchase only
one noney order to nake the anount of the noney order purchased plus the npbney
order fee, equal to the anount coll ected.

Il FEES CHARGED FOR DQOVESTI C MONEY ORDERS

For orders from Fee:

$.01 to $ 25.00 $ .75

$25.01 to $700. 00 $1. 00
0Qo
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COLLECTI ON OFFI CERS
DI STRI CT DI RECTOR
ASSI STANT DI STRI CT DI RECTOR, DI STRI CT LOAN SPECI ALI ST
DI STRI CT OFFI CE CLERK
COUNTY SUPERVI SOR
ASSI STANT COUNTY SUPERVI SOR
COUNTY OFFI CE ASSI STANT, COUNTY PROGRAM TECHNI CI AN
COUNTY OFFI CE CLERK, COUNTY PROGRAM ASSI STANT
EMERCGENCY LOAN SUPERVI SOR
COUNTY OFFI CE ASSI STANT FOR EMERGENCY LOANS
COUNTY OFFI CE CLERK FOR EMERGENCY LQANS
EMERGENCY LQOAN ASSI STANT
EMERCGENCY LOAN CLERK
SECRETARY, STATE DI RECTCOR
SUPERVI SCR, COLLECTI ONS STAFF
ACCOUNTI NG TECHNI CI AN CCOLLECTI ONS STAFF
OFFI CE MANAGEMENT ASSI STANT, PROGRAM REVI EW ASSI STANT
STUDENT TRAI NEE
SECRETARY, AAFP, AAH, AAC & BP (NATI ONAL OFFI CE)
M SCELLANEQUS DOCUMENTS EXAM NER ( PUERTO RI CO
CLERK TYPI ST
STATE LOAN CLERK

STATE, DI STRICT, OR COUNTY LOAN TECHN CI AN

W PROPERTY MANAGEMENT SPECI ALI ST

X

STATE OFFI CE PROGRAM CHI EFS AND SPECI ALI STS
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Exhi bit C
NATI ONAL DATA CORPORATI ON SCRI PT

FOR "CANCELLI NG' OR "CHANG NG' AN | NFORVATI ON REPORT
Call before 4:30 p.m EST on the sane day of the original cal
Tel ephone # 800-554-2020 ----- NDC wi Il answer "National Data"
" CANCELLI NG'
1) "I WOULD LIKE TO CANCEL MY | NFORVATI ON REPORT. "
2) "My | DENTI FI CATI ON NUMBER | S !
3) "REPORT 01 1S DOLLARS _ CENTS ' SLASH ' SLASH N

(Amount Deposi ted-11a) (#Checks-11c) (#Adjustnents-11d)
4) "REPORT 02 IS __ DOLLARS _ CENTS ' SLASH "

(Debit Amount-11b (# Uncol l ectible |tens
5) "P-FIELD IS PCSI TI VE/ NEGATIVE __ DOLLARS CENTS. "
(Net Activity)

" CHANG NG
1) "I HAVE A CHANGE TO MAKE TO My | NFORVATI ON REPORT. "

2) "My | DENTI FI CATI ON NUMBER I S C

3) "REPORT 01 SHOULD BE _ DOLLARS __ CENTS 'SLASH __ ' SLASH "
(Amount deposi ted- 11a) (# Checks-11c) (# Adjustnents 11d)

4) "REPORT 02 SHOULD BE DOLLARS CENTS ' SLASH "

(Debit Amount-11b) (# Uncol l ectible Itens -11e)

5) "P-FlIELD SHOULD BE POCSI Tl VE/ NEGATI VE _ DOLLARS CENTS. "
(Net Activity)
The NDC Qperator will:

A. Read back each ampunt for your approval
B. Provide a four-digit verification code.

Pl ease record the four-digit nunber in Part IV, Item6 of DAR as proof of your
call.

FI NANCE OFFI CE USE ONLY
Cal | date changed

Date call made to change report
Tinme call nade to change report

(7-12-88) PN 89



RD I nstruction 1951-B
Exhi bit D

NATI ONAL DATA CORPORATI ON CALL REPORT

FOR USDA FARMERS HOME ADM NI STRATI ON

Dat e:
Call ers Nane :
Cal l ers Address :
Gty : State Zip

Cal l ers Tel ephone Number : _ ( )

Cal l ers NDC | D Nunber

NDC Tel ephone Nunber Dialed :_ ( )

Date of Call : Time of Cal

Description of Incident:

Pl ease answer the following questions if the nature of your problemis
conti nuous busy signals:

1. The busy signal | received was:
A. A rapid beeping signa
B. A slow steady beeping signa

2. | allowed the phone to ring ti mes before hangi ng up

3. | received a recorded nessage that stated:
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